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FOREWORD 


All  school  districts  wishing  to  evaluate  their  secondary  schools 
will  find  this  pamphlet  helpful  in  planning  the  survey.  The  purpose 
of  this  bulletin  is  to  assist  superintendents  and  high  school  principals 
in  surveying  their  respective  schools  according  to  the  Evaluative 
Criteria  prepared  by  the  Cooperative  Study  of  Secondary  School 
Standards. 

During  the  school  year  1938-1939,  twenty  public  secondary  schools 
were  evaluated  according  to  these  standards  with  the  assistance  of 
members  of  the  Department  of  Public  Instruction  and  nearly  two 
hundred  fifty  school  administrators  and  teachers.  The  technique 
developed  by  the  Cooperative  Study  affords  schools  a constructive 
opportunity  for  improvement  through  a detailed  and  critical  self- 
appraisal in  which  the  entire  faculty  participates.  If  this  suggested 
self-evaluation  is  checked  by  a reviewing  committee  of  competent 
professional  observers,  the  possibilities  for  discovering  lines  of  im- 
provement are  increased  still  further. 

The  Department  of  Public  Instruction  would  appreciate  a report 
of  the  findings  of  school  staffs  and  reviewing  committees. 
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SUGGESTIONS 
FOR  THE  ELEVATION 
OF  SECONDARY  SCHOOLS 


During  the  school  year  1938-1939,  twenty  public  secondary  schools 
cooperated  in  the  appraisal  of  their  programs  by  using  the  Evaluative 
Criteria  prepared  by  the  Cooperative  Study  of  Secondary  School 
Standards.  These  evaluations  were  made  with  the  assistance  of 
members  of  the  Department  of  Public  Instruction  and  nearly  two 
hundred  fifty  school  administrators  and  teachers. 

The  technique  developed  by  the  Cooperative  Study  affords  school 
officials  a constructive  opportunity  for  improvement  of  their  pro- 
grams through  a detailed  and  critical  self-appraisal,  in  which  the 
entire  faculty  participates.  If  the  results  of  such  self-evaluations  are 
checked  by  a reviewing  committee  of  competent  professional  ob- 
servers, the  possibilities  for  discovering  lines  of  improvement  are 
increased  still  further. 

Inquiries  received  by  the  Department  indicate  that  many  schools 
desire  to  make  use  of  these  Evaluative  Criteria  for  self-survey  pur- 
poses during  the  current  school  year.  In  response  to  these  inquiries, 
directions  for  such  an  evaluation  of  secondary  school  programs  have 
been  prepared  by  the  Bureau  of  Instruction. 

While  such  an  appraisal  program  is  entirely  voluntary  on  the  part 
of  the  school,  the  Department  of  Public  Instruction  would  appreciate 
a report  of  the  findings  of  school  staffs  and  reviewing  committees  in 
any  such  surveys  which  are  made.  School  officials  anticipating  such 
a survey  can  secure  the  most  recently  revised  editions  of  the  neces- 
sary materials  by  addressing  the  Cooperative  Study  of  Secondary 
School  Standards,  744  Jackson  Place,  Washington,  D.  C.  Informa- 
tion as  to  the  price  of  these  materials  and  the  directions  for  their  use 
follow. 
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The  Use  of  Evaluative  Criteria  of  the  Cooperative  Study  of 
Secondary  School  Standards 


Part  I— Directions  for  Self  Evaluation 

I.  Secure  copies  of  the  following  publications  from  the  Cooperative 

Study  of  Secondary  School  Standards,  744  Jackson  Place,  Wash- 
ington, D.  C. 

A.  Evaluation  of  Secondary  Schools:  Supplementary  Reprints 
(cloth  bound,  $1.50) . At  least  one  copy  for  each  school. 

B.  How  to  Evaluate  a Secondary  School,  1940  edition  (cloth 
bound,  $1.25;  paper  bound,  $.90) . One  copy  for  every  three 
to  five  faculty  members. 

C.  Evaluated  Criteria,  1940  edition  (cloth  bound,  $1.00;  paper 
bound,  $.60;  pamphlet  set,  $.60) . One  paper  bound  copy  for 
every  two  or  three  teachers.  Two  pamphlet  sets  for  the 
reviewing  committee. 

D.  Data  for  Individual  Staff  Members,  Section  M ($.05  each) . 
One  copy  for  each  staff  member  to  be  evaluated. 

E.  Educational  Temperatures,  1940  edition  (press-board  bind- 
ing, $.50) . Two  copies. 


II.  Faculty  study  and  discussion  of  the  publications  referred  to  above. 

A.  How  To  Evaluate  a Secondary  School.  Chapters  II,  III,  VI, 
VII,  IX  should  be  discussed  at  a meeting  of  the  professional 
staff.  Chapter  I should  be  at  least  read  in  order  that  each 
staff  member  may  have  an  acquaintance  with  the  background 
of  the  Cooperative  Study. 

B.  The  study  of  the  manual.  How  to  Evaluate  a Secondary 
School,  should  be  accompanied  by  a careful  examination  of 
the  blank  forms  of  the  Evaluative  Criteria. 


III.  Suggested  committee  organizations  of  the  faculty. 

Note:  Throughout  the  entire  self  evaluation  procedure  every 
effort  should  be  made  to  maintain  objectivity.  The  purpose 
of  the  cooperative  standards  is  to  observe  the  facts  as  they 
exist,  not  to  prove  or  to  disprove  anything. 
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A.  Appointment  of  Committees 

Committees  should  be  selected  to  study  and  evaluate  the 
several  phases  of  the  school  included  in  the  Evaluative 
Criteria.  Each  committee  should  give  particular  attention 
to  the  directions  set  forth  in  the  first  few  pages  of  its  respec- 
tive section.  Before  any  evaluations  are  made,  a study 
should  be  made  of  all  available  data  bearing  on  the  section. 
The  evaluations  should  be  made  by  the  sectional  committees 
after  which  they  should  be  submitted  to  the  entire  profes- 
sional staff  subject  to  change  by  that  body. 

B.  Philosophy  and  Objectives  (Section  B)* 

Faculty  discussions  of  the  philosophy  and  objectives  of  the 
school  should  precede  the  making  of  entries  in  Section  B 
of  the  Evaluative  Criteria.  A copy  of  the  philosophy  and 
objectives  as  finally  agreed  upon  should  be  given  each  mem- 
ber of  the  professional  staff. 

C.  Pupil  Population  and  School  Community  (Section  C) 

The  principal,  superintendent,  the  secretary  of  the  board 
of  school  directors,  the  municipal  clerk,  the  parent-teacher 
association  president,  and  representatives  of  other  com- 
munity agencies  should  constitute  this  committee  for  a com- 
plete survey. 

D.  Curriculum  and  Courses  of  Study  (Section  D) 

One  staff  member  from  each  department  included  in  the 
school  program  should  comprise  the  Committee  on  Curric- 
ulum and  Courses  of  Study.  All  written  statements  (State, 
county,  and  local)  pertaining  to  the  curriculum  should  be 
studied. 

E.  Pupil  Activity  Program  (Section  E) 

The  pupil  activity  program  committee  should  be  composed 
of  staff  members  intimately  associated  with  clubs,  assemb- 
lies, athletics,  and  publications.  The  school  may  wish  to 
include  pupils  on  this  committee. 

F.  Library  Service  (Section  F) 

The  school  librarian  should  be  a member  of  the  Committee 
on  Library  Service.  It  should  be  observed  that  library 
service  receives  the  major  emphasis  in  the  criteria. 


• Section  B,  Section  C,  et  cetera,  in  parentheses,  refer  to  the  successive  sections  of  the 
volume  on  Evaluation  Critera.  1940  edition  of  the  Cooperative  Study  of  Secondary 
School  Standards.  See  I,  C,  above. 
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G.  Guidance  Service  (Section  G) 

The  guidance  dix'ectors  should  be  members  of  the  Commit- 
tee on  Guidance  Service.  Unless  there  is  a well-formulated 
guidance  program,  all  teachers  advising  pupils  in  any  way 
should  contribute  to  this  phase  of  the  study.  Pupils  may  be 
represented  on  this  committee. 

H.  Instruction  (Section  H) 

Section  H is  a summary  of  the  data  entered  on  Section  M. 
A committee  on  Instruction  is,  therefore,  unnecessary  except 
to  guide  the  staff  in  reporting  Section  M. 

I.  Outcomes  (Section  I) 

The  several  sections  included  in  this  study  should  be  re- 
ferred to  staff  members  in  the  respective  departments  for 
evaluation.  The  superintendent  and  principal  should  ad- 
vise with  the  staff  members  in  each  department  in  evaluat- 
ing itself. 

J.  School  Staff  (Section  J) 

The  superintendent,  the  high  school  principal,  and  at  least 
one  classroom  teacher  should  be  members  of  the  committee 
on  school  staff. 

K.  School  Plant  (Section  K) 

A member  of  the  administrative  staff  who  has  made  a special 
study  of  school  buildings,  a board  member,  and  a teacher 
should,  if  possible,  constitute  the  committee  on  school  plant. 

L.  School  Administration  (Section  L) 

The  committee  on  School  Administration  should  include  the 
administrative  officers  of  the  faculty. 

Note:  Each  member  of  the  staff  should  make  himself  re- 
sponsible for  filling  out  his  personal  copy  of  Section 
M,  Data  for  Individual  Staff  Members.  These  blanks 
should  be  reviewed  by  the  superintendent  and  the 
principal. 

IV.  Committee  reports  to  the  faculty. 

C^ommittee  reports  should  consist  of  a statement  of  the  evalua- 
tions and  any  supplementary  data  which  should  be  submitted 
therewith.  Following  each  committee  report  to  the  faculty  there 
should  be  an  opportunity  for  faculty  discussion.  These  discus- 
sions  should  be  conducted  on  a democratic  and  professional 
basis  in  order  to  more  accurately  approximate  the  quality  of  the 
work  done  by  the  school.  Furthermore,  the  reports  should 
familiarize  staff  members  more  definitely  with  the  work  of  the 
school  as  a whole. 
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V.  Planning  for  a reviewing  committee. 

As  the  school  approaches  completion  of  self  evaluation,  it 
should  take  steps  toward  securing  a review  of  such  self  evalua- 
tion by  a visiting  committee  on  evaluation,  as  follows: 

Select  persons  competent  to  judge  the  various  phases  of  the 
school  program  for  neighboring  school  districts  and  from  institu- 
tions of  higher  learning  in  the  general  vicinity.  At  least  one  or 
two  members  of  the  reviewing  committee  should  have  had  pre- 
vious experience  in  the  appraisal  of  secondary  schools  accord- 
ing to  these  standards. 

The  Evaluative  Critera  should  be  filled  out  in  duplicate  pamphlet 
sets. 

Recommended  membership  of  committees  for  schools  with 
varying  enrolments: 

16  or  less  teachers  5 to  7 members 

16  to  30  teachers 7 to  12  members 

30  to  60  teachers  10  to  15  members 

60  to  100  teachers 15  to  20  members 

100  teachers  and  over  20  to  25  members 

) 

Approximate  ratio  of  one  visitor  to  five  teachers. 

The  reviewing  committee  should  be  assigned  a room  with  a table 
and  chairs.  Necessary  supplies  such  as  paper,  red  pencils,  and 
paper  clips  should  be  provided.  Stenographic  service  should  be 
available  to  members  of  the  reviewing  committee  since  a part 
of  the  report  will  be  prepared  by  committee  members  at  the 
school.  The  school  may  wish  to  provide  the  noonday  and  evening 
meals  for  committee  members. 


Part  II — Directions  for  Reviewing  Committees 
I.  Plan  to  spend  a minimum  of  three  days  at  the  school. 

II.  Every  member  of  the  reviewing  committee  should  become 
thoroughly  acquainted  with  the  Evaluative  Criteria  and  How 
to  Evaluate  a Secondary  School,  Chapters  II,  III,  VI,  VII,  IX 
prior  to  the  time  of  the  survey. 

The  committee  should  be  organized  into  sub-committees  approxi- 
mately as  indicated  below.  Each  person  will  be  a member  of  at 
least  one  committee  on  evaluation,  and  of  one  or  more  com- 
mittees on  classroom  visitation. 
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Suggested  Sub-Committee  Organization 


Sub-Committee  on  Evaluation 

Curriculum  and  Outcomes 
Guidance  Service 
Library  Service 


Pupil  Activities 
School  Plant 

Administration  and  Staff 


Sub-Committee  on  Visitation* 
English 

Foreign  Languages 
Mathematics 
Science 
Social  Studies 
Business  Education 


Industrial  Arts 

Homemaking 

Vocational  Agriculture 

Art 

Music 

Health  and  Physical  Education 


III.  The  professional  staff  members  of  the  school  being  evaluated 
should  observe  the  following  special  directions: 

Administrators  and  teachers  should  proceed  with  their  regularly 
planned  program.  Any  attempt  to  put  on  a special  program 
will  partially  impair  the  value  of  the  survey. 

Make  available  a weekly  schedule  of  the  school  and  a weekly 
schedule  card  for  each  faculty  member. 

A box  of  red  or  blue  pencils  for  the  use  of  the  visiting  committee 
in  making  entries  or  changes  on  the  blank  forms. 

Submit  with  each  section  of  the  study  all  printed  or  duplicated 
materials  which  the  committee  should  have  for  reviewing  the 
evaluations. 

rV.  Sub-committees  on  classroom  visitation  should  observe  the 
following: 

The  purpose  of  classroom  visitation  is  to  give  each  member  of 
subject  field  committees  a background  for  reviewing  Form  M, 
Section  N,  for  each  teacher  and  Section  I for  each  subject  field. 
Committee  members  should  not  change  the  personal  evaluations 
of  teachers  unless  there  is  substantial  evidence  to  justify  a 
change.  The  reason  for  change  should  be  noted  in  writing. 
Previous  to  class  visitation,  check  Section  M for  the  teachers 
concerned.  Some  teachers  may  have  included  material  which 
would  be  useful  as  a basis  for  better  understanding  their  work. 
Committee  members  should  also  become  familiar  with  the 
criteria  in  Form  1 which  relates  to  the  assigned  subject  field. 


* It  will  be  advisable  to  group  subject  fields  in  smaller  schools  in  order  to  make  a 
workable  schedule  for  committees  on  classroom  visitation. 
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The  function  of  the  visitor  is  to  observe  the  class  in  action  and 
to  confer  with  the  teacher.  The  conference  with  the  teacher 
should  be  concerned  with  the  methods  and  procedures  regularly 
used  and  the  outcomes  obtained.  There  should  be  no  attempt 
to  supervise.  Each  teacher  will  be  visited  by  at  least  two  per- 
sons. At  no  time  should  the  visitor  interrupt  classroom  activities. 
The  visitor  should  enter  the  classroom  quietly,  at  the  beginning 
of  the  period,  if  possible,  and  should  place  himself  in  an  incon- 
spicuous position  with  respect  to  the  observation  of  the  pupils. 
A pleasant  greeting  wherever  occasion  seems  appropriate  will 
aid  in  creating  ease  and  confidence  on  the  part  of  teacher  and 
class.  If  the  visitor  wishes  to  take  notes  during  the  class  period, 
he  should  do  so  without  making  the  teacher  ill  at  ease. 

Sub-committees  on  classroom  visiting  should  meet  as  time  per- 
mits, review  the  personal  and  instructional  evaluations  of  the 
teachers  visited,  and  make  changes  in  the  evaluations  wherever 
they  seem  to  be  justified. 

V.  Sub-committees  on  general  evaluation  should  be  guided  as 
follows: 

The  sub-committee  should  be  organized  on  the  basis  of  the 
sample  schedule  as  given  on  page  13  of  this  issue. 

General  Instructions  to  Sub-Committee  Chairmen 

Following  a conference  with  the  teacher  committees  or  school  officials, 
make  a careful  study  of  all  evaluations  given  by  the  school.  All 
changes  should  be  made  with  a red  pencil  to  indicate  that  they  are 
committee  changes.  When  these  changes  are  made,  a statement 
should  be  written  below  the  evaluation  stating  the  reason  for  this 
action. 

The  report  to  the  general  committee  will  be  made  by  the  chairman 
in  the  following  manner: 

Make  a verbal  report,  using  the  criteria  of  each  section  as  the  basis. 
In  general  it  will  be  necessary  to  give  evaluations  for  each  check 
list  item  only  upon  request  of  the  committee.  Evaluations  for  each 
section,  noting  the  changes  by  the  sub-committee  and  the  reasons, 
should  be  carefully  reported. 

Each  sub-committee  chairman  is  asked  to  submit  a written  statement 
of  findings  and  recommendations  to  be  used  as  a basis  for  the  final 
report  to  the  local  school  officials. 

Guidance  Service  (Section  G) 

Study  the  items  and  evaluations  in  this  form.  All  the  records  re- 
ferred to  in  the  various  parts  of  this  form  should  be  submitted  for 
the  use  of  the  committee. 
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Meet  the  faculty  committee  on  guidance  as  scheduled.  A committee 
of  pupils  interested  in  this  subject  is  scheduled  to  meet  the  Guidance 
Service  Committee,  also.  These  conferences  should  be  informal  to 
allow  pupils  and  teachers  to  express  themselves  freely.  The  basis 
for  each  of  these  meetings  is  Form  G. 

Report  to  the  General  Committee  according  to  schedule. 

Curriculum  and  Outcomes  (Sections  D and  I) 

Read  and  become  acquainted  with  the  various  items  and  statements 
of  guiding  principles,  together  with  all  evaluations,  comments,  and 
printed  and  mimeographed  material  which  has  been  furnished  in 
accordance  with  notations  on  page  34,  Evaluative  Criteria. 

Meet  the  faculty  committee  on  Curriculum  according  to  schedule. 
In  this  meeting  the  teachers  should  be  encouraged  to  talk  freely. 
The  basis  for  the  conference  should  be  the  items  in  each  form. 

All  unusual  courses  offered  in  this  school  should  be  listed  on  page 
34  with  a brief  description  of  each. 

The  groups  who  visit  the  various  classes  will  make  the  necessary 
evaluations  on  pages  34,  35,  and  the  particular  subjects  in  Section  I. 

Pupil  Activities  (Section  E) 

Study  the  items  and  evaluations  in  this  section. 

Meet  the  faculty  committee  on  pupil  activities  and  a committee  of 
pupils  interested  in  this  matter  as  scheduled.  These  conferences 
should  be  informal  to  allow  the  teachers  and  pupils  to  express  them- 
selves freely.  The  basis  for  each  of  these  meetings  is  Section  E. 

Library  Service  (Section  F) 

Read  this  form  and  the  teacher  evaluations  very  carefully.  The 
Tabular  material  on  page  56  is  an  inventory  of  the  various  titles  in 
the  library  together  with  the  titles  in  the  Wilson  Catalogue  and  the 
titles  copyrighted  during  the  first  ten  years.  The  periodicals  re- 
ceived in  the  library  are  listed  on  page  57. 

A careful  check  should  be  made  concerning  Division  C on  page  58. 
Materials  of  this  type  that  are  in  classrooms,  but  are  not  circulated 
freely,  should  not  be  considered  as  a part  of  the  library. 

The  librarian  and  the  various  teachers  should  be  questioned  con- 
cerning classroom  libraries,  and  also  the  ease  with  which  teachers 
may  borrow  books  for  use  in  the  classroom. 

Visit  the  library,  talk  with  the  librarian,  look  at  the  books  on  the 
shelves,  determine  the  copyright  dates  of  dictionaries  and  encyclo- 
pedias, get  circulation  figures,  note  the  number  of  pupil  stations 
available  and  the  number  of  pupils  using  them. 

Determine  the  library  facilities  in  the  schol  district.  If  possible,  visit 
community  libraries  to  inquire  into  pupil  use  of  their  facilities. 
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Administration  and  Staff  (Sections  J and  L) 

Make  a careful  study  of  the  various  items  and  evaluations  in  each 
form. 

Arrange  for  a conference  with  the  superintendent  and  principal. 

This  conference  should  be  based  upon  the  items  in  the  two  forms. 

Be  certain  to  get  all  the  necessary  information  from  each  of  these 
persons.  Get  very  specific  information  concerning  Division  III, 
Supervision  of  Instruction,  Section  L.  The  committee  should  also 
meet  with  the  secretary  of  the  board  of  school  directors  to  gather 
data  concerning  business  and  fiscal  matters. 

School  Plant  (Section  K) 

Arrange  with  the  principal  for  a conducted  tour  through  the  build- 
ing. The  information  to  be  obtained  here  is  based  on  a careful  study 
of  Section  K. 

< 

Immediately  after  the  visit,  make  all  the  necessary  comments  and 
evaluations. 


SAMPLE  SCHEDULE 
The  Cooperative  Study  of  the 
(Name  of  School) 


Headquarters:  Room  10 
Tuesday,  April  25 


8:30  to 

4:00 

or  Visit  Classes 

11:40  to 

1:00 

Lunch 

1:15  to 

2:45 

School  Plant  Committee  make  tour  of  building 

1:15  to 

2:45 

Library  Committee  meet  librarian  in  library 

3:30  to 

4:30 

Guidance  Committee  meet  Staff  Committee* 

3:30  to 

4:30 

Pupil  Activity  Committee  meet  Staff  Com- 

mittee* 

4:30  to 

5:30 

Staff  and  Administration  Committee  meet 

Superintendent  and  Principal  in  school  office 

5:30  to 

7:00 

Dinner 

7:00 

Reports  to  General  Committee 

School  Plant  Committee 

Library  Committee 

Wednesday,  April  26 

8: 30  to 

4:00 

or  Visit  Classes 

11:40  to 

1:00 

Lunch 

1: 15  to 

2:30 

Guidance  Committee  meet  pupils* 

2:30  to 

3:45 

Activities  Committee  meet  pupils* 

* In  each  case,  place  of  meeting  should  be  definitely  scheduled. 
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3: 30  to 

4:45 

Curriculum  Committee  meet  Staff* 

4:  00  to 

5:30 

Check  on  Visitations 

5: 30  to 

7:00 

Dinner 

7:00 

Report — Guidance  Committee 

Report — Administration  and  Staff  Committee 

Thursday,  April  27 

8:30 

or 

Meeting  of  General  Committee 

8:45 

Complete  Class  Visitations 

10:00  to 

12:00 

Report  of  Committee  on  Pupil  Activities 

11:45  to 

1:00 

Lunch 

1: 15  to 

2:45 

Report  of  Curriculum  and  Outcomes  Com- 
mittee 

VI.  Accrediting  by  Middle  States  Association. 

If  local  districts  undertaking  this  cooperative  evaluation  wish  to 
have  their  secondary  schools  accredited  by  the  Middle  States  Asso- 
ciation of  Colleges  and  Secondary  Schools,  it  will  be  necessary  for 
them  to  submit  their  selection  of  reviewing  committees  and  the 
dates  of  the  evaluations  to  Dr.  E.  D.  Grizzell,  Chairman  of  the  Com- 
mission on  Secondary  Schools,  prior  to  having  the  committee  re- 
view the  school’s  position. 

• In  each  case,  place  of  meeting  should  be  definitely  scheduled. 
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